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FOREWORD

The need for competent administrators’'of vocational education has long
been recognized. The rapid expansion of vocational education programs and
increased student enrollments have resulted in a need for increasing numbers
of vocational administrators at both the secondary and postsecondary levels.
Preservice and inservice administrators need to be well prepared for the com-
plex and unique skills required to successfully direct vocational programs.

The effective training of iocal administrators has been hampered by the
limited knowledge of the competencies needed by local administrators and by !
the limited availability of competency-based materials specifically designed
for the preparation of vocational administrators. In response to this press-
ing need, the Occupational and Adult Education Branch of the U.S. Office of
tducation, under provisions of part C--Research of the Vocational Education
anendments of 1968, funded the National Center for a scope of work entitled
"pevelopment of Competency-Based Instructional Materials for Local Adminis-
trators of Vocational Education" during the period 1975-77. That project had
two major objectives:

1. To conduct research to identify and nationally verify the competen-
cies considered important to local administrators of vocational
education.

2. To develop and field test a series of prototypic competency-based
instructional packages and a user's guide. One hundred Sixty-six
(166) high priority competencies were jdentified and six prototypic
modules and a user's guide were developed, field tested, and revised.

Although six modules had been developed, many more were needed to have
competency-based materials that would address all the important competencies
that had been identified and verified. To meet this need, several states
joined with the National Center for Research in Vocational Education in
September 1978 to form the Consortium for the Development of Professional
Materials for Vocational Education, which has supported the development of
additional modules and a guide to yocational education. Those states were
I11inois, Ohio, North Carolina, New York, and Pennsylvania. The first five
states were joined by Florida and Texas later in the first year.

Additional skills related to the administrator's role in program improve-
ment were identified, and two modules, of which this is one, were developed
to deliver on those skills. ‘The development of this module was supported in
part by the Consortium and in part by the Office of Vocational and Adult Edu-
cation, U.S. Department of Education -as part of the 1980-81 National Center
for Research in Vocational Educat*on contract. .

Several persons contributed to the successful development and field test-
ing of this module on using information resources to help improve vocational
education programs. carol P. Kowle, Research Specialist, assumed the major
responsibility for reviewing the literature and for preparing the actual
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INTRODUCTION

The role of the vocational/technical administrator becomes more complex
and specialized each year. Administrators must make many decisions concerning
vocational programming that involve, in many cases, complicated and difficult

choices.

Many of the situations faced by administrators involve choosing from
among several alternative courses of action., The ability to locate and choose
the best alternative is the sign of the successful decision maker. Decision-
making skills are not merely intuitive--they can be learned and developed
through repeated use. The application of problem-solving and decision-making
steps can improve daily administrative decisions.

Understanding the circumstances and conditions surrounding a decision
is vital to rational choice. The identification and choice of alternatives
should always be based on factual information. Useful information for deci-
sion making in education includes not only the details of the immediate situ-
ation--the "data" gathered on the case--but also the findings of researchers,
the products of curriculum developers, and the opinions of experts. A range
of information resources is available to educational decision makers; one need
only locate these sources in order to be well informed.

In this module, problem-solving and information-seeking techniques
are presented in conjunction with a description of some major information
resources in education, The resources are explained in such a way as 1o
take the mystery out of systems such as the Educational Resources Informa-

tion Center (ERIC).

This module is designed to help you, as a busy administrator, (1) to
identify places to turn when information is needed in order to make program
improvement decisions and (2) to improve your skill in using these information
resources to solve problems and make decisions. In reading this module, you
will note that many of the information resources designed for vocational edu-
cators are located at the National Center for Research in Vocational Education
(hereinafter called the National Center). The fact that so many resources are
available in one location should make information retrieval easier for you.

At the same time, you should keep in mind that the National Center is your
center; the information resources described here are available to all voca-

tional educators,
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6 riadule Structure and YJse

This module contains an introduction and three sequential learning experi-
ences. Overviews, which precede each learning experience, contain the

» objective for each experience and a brief description of what the learning
experience involves.

Objectives  Terminal Objective:. While working i :an dctual-aowin
tive situationgiuse‘dhﬁgrgaggo@;¢g§§y§§é§¥ <

on

vocational .education.programs.. -Your-performance will:
by ¢

| < . T

assessed by your resource persi, using. t
performance Assessment FOrm,™ pp..<61-63y."(
ence III) ’ ~ N

Enabling Objectives:

l 1. After completing the required reading, apply problem-

, solving and information-seeking techniques to an edu-

: cational problem described in a given case situation,
(Learning Experience I)

2. After completing the required reading, identify
resources appropriate for the information need described
in a given case situation and critique the information-
seeking performance of a decision maker in a given case

e study. (Learning Experience II)

Resources A list of the outside resources that supplement those con-
tained within the module follows. Check with your resource
person (1) to determine the availability and the location
of these resources, (2) to locate additional references
specific to your situation, and (3) to get assistance in
setting up activities with peers or observations of skilled
administrators.

Learning Experience I
Optional

o REFERENCE: Carkhuff, Robert R. The Art of Problem-
Solving. Amherst, MA: Human Resource Development
Press, 1973.

o REFERENCE: Wheeler, Daniel D., and Janis, Irving L.
A Practical Guide for Making Decisions., New York, NY:
The Free Press, 1980,
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Learning Experience Ii
No outside resources

Learning Experience III
Required

o AN ACTUAL ADMINISTRATIVE SITUATION in which, as part
of your duties, you can use information resources to
help improve vocational education programs.

e A RESOURCE PERSON to assess your competency in using
information resources to help improve vocational edu-
cation programs.

Selected Terms Administrator--refers to a member of the secondary or post-
secondary administrative team. This generic term, except
where otherwise specified, refers to the community college

. president, vice-president, dean, or director; or to the
secondary school principal, director, or superintendent.

Board--refers to the secondary or postsecondary educational
governing body. Except where otherwise specified, the term
"board" is used to refer to a board of education and/or a
board of trustees.

Institution--refers to a secondary or postsecondary educa-
tional agency. Except where otherwise specified, this
generic term is used to refer synonymously to secondary
schools, secondary vocational schools, area vocational
schools, community colleges, postsecondary vocational and
technical schools, and trade schools.

Resource Person--refers to the professional educator who is
directly responsible for guiding and helping you plan and
carry out your professional development program.

Teacher/Instructor--thes: terms are used interchangeably to
refer to the person who is teaching or instructing students
in a secondary or postsecondary educational institution.

User’s Guide For information that is common to all modules, such as
procedures for module use, organization of modules, and
definitions of terms, you should refer to the following
supporting document:

Guide to Using Competency-Based Vocational Education
Adninistrator Materials. Columbus, OH: The Center for
Vocational Education, The Ohio State University, 1977.




|

|

Learning Experience |

OVERVIEW : -

Enabling

Obijective

{ Optional:
, \<§cUVny‘4l’

~’

Feédback

- You will be .reading the information sheét, “yse Problem-
 Solving gnd\Information~Seek1ng Techniques to Help Improve
‘ Vocational Education Programs," pp. 7-12.

“solving and information-seeking techniques to an educational

After completing the required reading, ;pply problem-solving
and‘informatiqn-seeking techniques to o7 educational proble
described in a given case situation. .

i

You may wish to read one or both of the following supplemen-
tary resources on problem solving and information-seeking:

Carkhuff, The Art of Problem-Solving; and/or Wheeler and
Janis, A practical Guide For Making Decisions.

L =

»

You will be reading the "Case Situation," pp. 13-16, and
applying problem-solving and information-seeking techniques
to the educational problem described. '

You will be evaluating your competency in applying problem-

problem by comparing your responses to the "Case Situation®
with the "Model Responses," pp. 17-22. -
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Activity Solving problems and making decisions are part of the daily
, fare of the vocational administrator.’ If sound decisions are
to be made, they must be reached using rational steps and the

best available information. For information explaining the

purposes of-and steps in problem solving and information seek-
ing, read the following information sheet.

USE PROBLEM-SOLVING-AND INFORMATION-SEEKING TECHNIQUES
TO HELP IMPROVE VOCATIONAL EDUCATION PROGRAMS

Vocational administrators must make difficult decisions every day. Bud-
geting, staffing, program development, facility planning, and affirmative
action policies, for example, cah create complex problem situations that
demand we\l-planned solutions. In recent years, more and more attention has
been directed to the field of management science, which attempts to make the
role of the manager or administrator less complicated and more rationals: One
important focus of management <cience has been on the techniques that can be
used in the problem-solving process. ’

The_use of problem-solving techniques is not new. In fact, educators
have been teaching students how to solve problems for generations. Yet, when
faced with real-1ife problems, vocational administrators may forget (or feel
they don't have enough time) to analyze problems or to make sure they have
enough information to choose the best possible course of action.

At the same time, you as a.decision-maker cannot expect to choose the
perfect course of action at all times, There will be times when you do pot
Know all the aspects of a problem. No situation is static; the circumstances
surrounding a decision can sometimes change overnight. Still, a step-by-step
approach to problems, with-ponsideratioﬁ}of alternative solutions, and use of

the best available information can improve the overall quality of decisions.
» ! ™.

Finding and using the best available information on a problem or topic
is crucial to successful problem solving and decision making. You have access
to a vast array of information resources that can be used in the decision
process. Making use of this information will contribute greatly to your abil-
ity to solve problems rationally. The flexible, rational, and wise decision
maker can be described in the following terms:

5

e Skilled in problem-solving techniquéﬁ

e Sensitive to personal needs ~

« Able to express a need or problem in concrete terms
o Open to new facts and ideas. '

« Capable of adapting soluti&hs to actual situations

e Willing and able to seek and use information in making decisions
designed to solve problems .

-

8




Several approaches have been identified for use in solving problems.
Information seeking and information use, as indicated, are crucial. A review ‘i;
of the steps involved in problem solving can help clarify the process and
reveal the stages at which information seeking can improve the outcomes.’

Problem Solving

Rational problem solving follows a series of logical steps. In general,
these steps involve identifying and defining the problem, gathering informa- )
tion, and locating and applying a solution. Here are some simple steps to
follow in solving problems:

1. Identify the need.

2. Diagnose and state the problem.

3. Search for and acquire information on the problem.

4, Apply decision-making guidelines. ]

The amount of time spent in each of these stages depends on the magnitude of
the problem and the time available to solve it. The following discussion out-
lTines each step.

Step 1, The first step in problem solving is sensing a need, a problem,
or a difficulty to be overcome. The administrator or decision maker may sense
a need at only a general level. For example, you may recognize a problem con-
cerning increasing enrollments without yet having examined the issue further, ‘!9
This is the awareness stage; the problem has recently surfaced.

Step 2. The second step is diagndsing and stating the problem. The
problem statement should describe the difficulties to be overcome and include
such specific diagnostic information as (1) who or what is affected by the
problem, (2) what conditions are causing the problem, and (3) what goal is ,
to be reached. HWhen these three components have been stated in a clear and .
concise manner, the problem is no longer "increasing enrollments," but is
defined in concrete terms, as in the following statement:

Increasing numbers of adult students enrolling in our institution

to upgrade their skills will cause overcrowding in our technical

programs within two years. OQur institution needs to coordinate '
facilities, staff, programs, and schedules to accommodate the

influx of adult students.

“The problem might be stated more simply as follows:

Our institution needs to expand program offerings for adult stu-
dents.

The praoblem statement is the most important part of the solution process.
If the problem is stated incorrectly, if the “real” problem is sometning else




entirely, your information search will break down. Endless hours can be
wasted looking for the wrong kinds of information. For example, consider
what would happen if you had stated the goal as follows: "Our institution
needs to rent space to accommodate the influx of adult students." Space may
be only one part of the problem; in fact, it may not be the problem at all.
Properly diagnosing and stating the problem in clear terms can prevent the
selection of "Band-Aid" solutions such as "renting space" when the real prob-
lem i.s much broader. '

Step 3. The third step is searching for and acquiring information on
the probiem. To save valuable time, you should know what types of informa-
tion can be useful and where to find them. Faced with the enrollment problem,
you may need (1) data on present and projected enrollments, especially of
older adult students; (2) information on technical program areas experiencing
crowding; (3) facts on staffing patterns and desirable student-staff ratios;
(4) scheduling options; (5) information on the capacity of present facilities;
and (6) projections-of curriculum and equipment needs or q}her details perti-
nent to adult vocational program development.

Often, your information needs can be met wholly or partially by immediate
sources of information. Sometimes a phone call to the appropriate person can
answer important questions. On the other hand, seeking expert guidance from
outside sources can-be vital in certain problem situations. While many deci-
sion makers .omplete their fact finding using information available within the
immediate environment, they sometimes neglect to take the extra steps involved
in consulting research and expert opinion. Yet, information resources in edu-
cation are often readily accessible to the vocational administrator in the
field. ’

Step 4. The fourth step is applying decision-making guidelines. The
tentative solutions.are derived from consideration of the immediate data and
solutions offered by research studies, journal articles, opinion, or other
sources. It is preferable to be able to choose from among several alterna-
tives. In all cases, solutions depend on the circumstances of the situation,
the constraints or limitations, and the desired outcome.

At times, there will be only one "right" answer, and action can be taken
immediately. In the case of the influx of adult students, a comprehensive
multiyear master plan for maximum use of existing facilities, staff, and
programs, may be the best--and only--solution. On the other hand, time con-
straints may hurry the decision process, forcing a choice of an alternative
whether or not it is the optimal one. As one writer commented, applying a
solution means putting it to the acid test. When there are attractive alter-
natives and the time to choose among them, however, you should consider the
following seven decision-making guidelines:

1. Establish the objectives of the decision--The objectives describe
The outcomes to be accomplished and the job to be done. You can
establish your objectives by breaking down your goals into action
statements.




2. Classify the objectives according to importance--Once objectives |
have been developed, they need to be weighed in terms of their a '
importance. You need to 'distinguish between necessary and optional |
concerns. A "must" is a requirement that cannot be compromised; a <
"want" is desirable but subject to bargaining or compromise. Rank
ordering can be used to determine the relative importance of "musts"
and "wants" in making the final decision. It is a useful step here,
as it encourages vqlue‘c]arification. - .

3+ Develop alternative actions--The development and consideration of .
several alternatives are more likely to produce a final match between
objectives and actions than a "one-shot" solution. Some choices may
be obvious. However, the more possibilities you consider, the less
likely it is that you will overlook the most desirable alternative.
The final list of alternatives should be limited to authentic possi-
bilities, however. In some cases the familiar and tested solution
may be less effeptive than a new approach. In other cases, flawed )
alternatives can be. reworked and improved.

alternative must be judged according to whether i1t satisfies "musts" [
while incorporating more "wants" than the other alternatives. You |
can make an estimate of utility in terms of the relative benefits of
one\a]ternative over another..

5. Choose the alternative best ablé to achieve all the objectives--The
best atternative theoretically incorporates all "musts” and the -
greatest number of "wants,” with the fewest disadvantages. ‘ |

6. Explore the tentative decision for possible adverse consequences-- Q!b
o To the extent possible, decisions shouTd be viewed.in Tight of |
potential negative rgsults. The seriousness and probability of o
such results are impdrtant concerns. If the threats are too great,
another decision may be required.

|
|
|
|
|
|
|
|
|
i
|
i
\
J
i
[
|
|
\
|
4. Evaluate alternatives against the established objectives--Each i }
|
I
1
|

7. Control the effects of the final decisicn by taking other actions to
prevent adverse consequences from becoming problems. Make sure the
actions chosen are carried out--Clear the way for the course of
action you have chosen. Follow through once the decision is made.

Sample 1 offers some further suggestions to consider in solving difficult
problems. '

Information Seeking

Information seeking is a continuing part of program improvement and the ‘
problem-solving process. For example, information can be used to diagnose the
probiem, especially if a false start necessitates a second look at the issues.
Alternative solutions can and should derive from the information gathered on
the problem. In making decisions, your objectives should be based on infor-
mation about educational needs. The relative effectiveness of decision alter-
natives should be evaluated in terms of available information. Even poten-
tially adverse consequences can be identified through information retrieval.

1 ®
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6 SAMPLE 1 ‘
WHAT DO YOU DO IF YOU CAN'Y SOLVE A PROBLEM?

—

Here are some thought$ to consider if you're stymied in the problem-
solving process:

« Try to solve some related problem. I
e Can you imagine a more accessible related prqb]em?
e Can &ou find a more géneral problem?
o Cah you think of a more specific problem?
o Is the;e an analogous or comparable probfem?

" & Can you solve part of the problem? ]

e Can you drop some of the requirements of your goal?

« By dropping some of the requirehents; how much can you vary the
solutions? '

o Can you derive something useful from the information at hand?

,!!! e Can you think of other information appropriate for solving the
problem? ‘

« Can you change the goal, the information, or both if necessary So
that the new goal and new information are cioser together?

SOURCE: Adapted from G. Polya, How to Solve It: A New Aspect of Mathematical

Method (Princeton, NJ: princeton Paperback, 1971), P. XVi. Copyright © 1954
by Princeton University Press; copyright © 1957 by G. Polya. Reprinted by
permission of Princeton University Press.

11 \




When seeking information, it is useful to sort out not only the specific
information needed, but also the purpose for which it will be used. Such a e
procedure can help you to determine the types of information required. For
example, if you were installing a particular instructional program, you might
consider taking such steps as the following:

e Conducting a needs assessment among local industries

e Appointing an advisory committee ‘

e Determining curriculum and equipment needs

¢ Determining criteria for hiring instructors

¢ Determining which students to enroll

e Evaluating programs and instructors

o Identifying sources of funding for the program

In relation to the above decisions, you may seek the following kinds of infor-
mation for the following specific purposes:

e Information about local ¢« To determine the need for the
employers program and the type of program
needed
o Details about the makeup ¢« To guarantee that committee mem-
of advisory committees bers are qualified to guide the :
development and operation of the ' ,
program |
» Information on curriculum e To ensure that the program is
and equipment needs based on sound content and is ‘
properly equipped -
e Knowledge about qualifica- o To ensure that high-quality
tions of instructors instruction is provided
» Information concerning e To ensure that students have the
which students to enroll background and qualifications to .
successfully participate in the
program T
o Information on techniques o To measure the success of the
of program evaluation program and the instructors' abil-

ity to carry it out

e Facts on funding sources o To secure continued, appropriate
support for the program

A1l of these kinds of information are important to the establishment of a

high-quality vocational program. Additional information may also be required

once you have assessed your information needs. At the same time, information

seeking should follow a logical sequence. For example, as shown, obtaining

information on local employers is often a crucial first step in establishing a
vocational education program. \

12
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% el For more information on problem solving, you may wish to
t/ read Carkhuff, The Art of Problem-Solving, pp. 10-15, and
Optional Appendix B, ProbTem-Solving Principles. This is a practical

Activity guide on personal problem solving for parents, teachers, coun-
selors, and administrators. The author provides a chart for
‘.II rating alternative solutions on the basis of personal values.

For a detailed and practica]édiscussion of the various aspeéts
* of personal decision making, you may wish to consult Wheeler
and Janis, A Practical Guide for Making Decisions, especially

_the sections on evaluating alternatives, pp..51-74, overcoming
setbacks, pp. 113-141, and consulting experts, pp. 143-175,

\

The following “Case Situation" describes a problem faced by
Mr. Green, a vocational administrator. In the first part, the
outline of the problem is given. Read Part I and then trace
the problem through the problem-solving process. In Part II,
additional information is given to help you weigh alternatives
and make a decision. Read the information in each part and
then describe in writing the problem and how you would decide

on a course of action, using the directions provided after each
part to guide your responses.

CASE SITUATION

Part 1

’ Passage of the Education for All Handicapped Children Act (1975) and
similar laws to provide equal educational opportunities for special popu-
lations has meant increased responsibilities for educators at all levels.
Mr. Green, the vice-president for instruction at a large vocational institu-
tion, is no exception to this situation. Increasing numbers of students in
Mr. Green's institution have been identified as special needs learners. In
addition, students who were formerly taught in special classes are now being
included in regular classrooms. Furthermore, female students, in small but
growing numbers, have been enrolling in technical programs that just a few
years ago included only male students.

Many members of Mr. Green's instructional staff have come from industry
and are not used to teaching female or handicapped students. The instructors
have been confused and suspicious in dealing with the multiple needs of spe-
cial learners and the greater burden of paperwork required for the education
of handicapped students. They are uncertain about what their responsibili-
ties are, how they should deal with students, and where they can go for help.
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Morale has been Tow during the last year, and some of the best technical
instructors have been threatening to quit. As he begins planning for the
coming academic year, Mr. Green feels he must do something to improve this
situation.

Traog,u*. Greents dilemma through the problem~solving sequence by completing
th lgawing aotzvztzee.

»

;Dwacribc M. Green's felt need. j
: 1,]ftc and state Mr. Green's problem cZearly.

e Outltne the types of information that mmght be helpful to Mr. Green
in golving his problem and the purposes for which the znfbrmatton
would be ueed. i
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Part I1I

Applying problem-solving techniques and decision-making guidelines,
Mr. Green developed the four following alternative solutions to his problem:

o Establish a year-long study group to make recommendations for reorga-
nizing the instructional program to accommodate special needs popula-
tions

e Hire an affirmative action coordinator and additional special educa-
tors to minimize the classroom instructors' responsibilities for spe-
cial students

« Develop an inservice program to improve staff sensitivity to the
needs of special populations using a resource’person, research-and-
development-based curriculum materials, audiovisuals, and instruc-
tional aids

e Conduct a massive public relations campaign designed to help the
entire institution and the community better understand the needs and
the problems of special students

To evaluate his alternatives, Mr. Green developed a randomly ordered list of
objectives and concerns.

He knows that he cannot afford to delay action because some of his best
teachers are threatening to leave. He also has budgetary restrictions. He
can allocate only $2,000-$3,000 for additional instructional projects during
the coming year. And he can hire new staff only if justified by enrollment
increases or staff resignations. Furthernore, the head of Mr. Green's insti-
tution sees this dilemma as an instructiunal problem and will block efforts to
involve other offices or the community at large. A1l public relations activi-
ties are carried out by staff in another office, which will require additional

coordination.

Mr. Green wants to involve the guidance and counseling staff as much
as possible since they have expertise in dealing with special needs and
affirmative action concerns. In addition, the instructional staff needs
help-in coping with Individualized Education Programs (IEPs) for their handi-
capped students. Many have been complaining about the lack of instructional
resources for use with special students. There havé.:been rumors that instruc-
tors in the technical areas have been discouraging female students, and a spot
check of enrollment figures shows high dropout rates among females in tradi-
tionally male program areas. Instructors’ contracts place strict limits on
the amount of additional work they can be expected to do. Mr. Green's solu-
tion cannot require ins*-uctors to work overtime in dealing with special stu-

dents.

Assuniing the rolé of Mrs Grean,; deaid
guidelines for making deeieionsy. Inds
additional: information would b help]
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Compare your responses to Parts I and II of the “"Case Situa-
Feedback tion" with the "Model Responses" given below. Your responses

need not exactly duplicate the model answers; however, you
should have covered the same major points.

MODEL RESPONSES

Part 1

Identifying the Need

Mr. Green's felt need relates to two sides of the same problem. First,
he senses that many of his instructors need training and experience in teach-
ing special students in regular classrooms. Second, he recognizes that staff
morale is low because new legal requirements mean added instructional respon-
sibilities for teachers of handicapped students. He must find a means of
dealing with both sides of the issue.

Diagnosing and Stating the Problem

In his diagnosis, Mr. Green determined that both students and instruc-
tional staff are affected by the problem. Ultimately, of course, the entire
instructional program at Mr. Green's institution will be affected.

The conditions causing the problem are manifold. The passage of federal
and state legislation to ensure equality of educational opportunity has bur-
dened instructors and administrators with increased paperwork. More impor-
tant, greater attention in recent years to the needs of special popuiations
within education has changed the composition of schools, as well as the nature
of instruction. Working with handicapped students in regular classrooms and
laboratories is a new experience for Mr. Green's instructors, many of whom
come from industry. In addition, the small but increasing numbers of female
students in traditionally male programs have caused discomfort among instruc-
tors and students alike. The lack of a strong program to meet the needs of
special students and the lack of clearly identified support services for regu-
lar instructors are other factors contributing to the problem.

The goals to be reached are to develop a means to assist instructors in
dealing with special populations and the associated paperwork; to encourage
recruitment and acceptance of nontraditional students; and, most important, to
establish a comprehensive instructional response to the needs of special popu-
lations. The following is a sample definition of the problem:

The passage of recent legislation and increasing numbers of
nontraditional and special needs 1earners have increased the
responsibilities and lowered the morale of the instructional
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staff.

A comprehensive program is needed to sensitize staff

to the needs of special students, educate them in effective
instructional techniques, and inform them about available

support services.

Identifying Helpful Information

Many types of information would be helpful to Mr. Green in sclving his

problem and deciding on a course of action.
information that Mr. Green might seek:

Information

o Assessment of instructors'
needs

e Enrollment statistics

o Facts on legal requirements,
such as the IEP

« Details concerning the
characteristics and needs
of special populations

+» Information on resources
for serving special popu-
lations

e Information on successful
vocational programming for
special populations

e Information on inservice
training and workshops for
instructors

e Facts on funding sources
for programs dealing with
special populations

The following are some kinds of

Purpose

To determine areas in which
instructors need assistance in
dealing with special populations

To determine the numbers and
types of special populations in
the ‘institution; to determine
the number of women; to deter-
mine dropout rates in specific
programs

To determine the institution's
legal responsibility to special
populations

To better understand special
populations before planning
programs to serve them

To locate solrces of assistance
in developing a program and eas-
ing instructors' work loads

To consider the range of suc-
cessful alternatives for dealing
with special populations in voca-
tional programs

To deal with instructors' low
morale and possible bias toward
special populations

To locate additional support
for the program to be developed

In seeking a solution to his dilemma, Mr. Green could make use of

research-and-development-based information, expert opinion, existing curricu-

lum materials, and published reports, in addition to obtaining information

from his own institution.

Suggested outside resources include curriculum
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guides; handbooks for vocational teachers of handicapped students; reports on
programs for special populations; research summaries on affirmative action
strategies and barriers to equal opportunity for special populations; and
information on specific types of solutions, such as inservice programs, advi-
sory committees, and so on.

Part II
In responding to Part II, you should have followed these steps:

« Sorting out objectives into "musts® and "wants"
o Rank ordering objectives

« Evaluating alternatives against the objectives and considering their
utility

« Choosing the alternative best able to achieve all the objectives<

« Exploring the tentative decision for possible adverse consequences

e Controlling the effects of the final decision by taking other actions
to prevent adverse consequences from becoming problems

Objectives: “Musts"

1. Instructors must be sensitized to needs of special students.

2. Instructors must learn about effective teaching techniques to use with
special students.

3, Instructors must learn about available support services,
4. The plan must be implemented during the coming academic year.

5. The budget must stay within $2,000-$3,000, unless a case can be made for’
additional staff. -

6. Support must be obtained from the head of the institution.
7. The plan cannot require overtime on the part of instructors.

Objectives: "Wants"

1. It is preferable not to involve the public relations staff because of the
coordination required and the attitude expressed by the head of the insti-
tution,

2. The guidance and counseling staff should be involved in the solution
because of their expertise in dealing with special needs and affirmative
action concerns,

3, The solution should include some way of informing instructional staff
about Individualized Education Programs (IEPs) required for handicapped
students.
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4, The sclution should involve informing instructors about resources or
should allow for the purchase of additional resources to assist in the 9
teaching of special students.

5. The solution should involve strategies for recruiting and keeping female
students in nontraditional programs.

Rank Ordering

Rank ordering of these objectives will depend on personal values, cir-
cumstances, and the amount of leeway in the problem situation. The "musts"
listed previously are essentially in rank order, although avoiding instructor
overtime, as a legal requirement, may be more important than obtaining the
approval of the head.of the institution, as this may be subject to negot1a-
tion. The budget may be negotiable as well, if Mr. Green can make a strong
case for additional staff. The "wants" previously listed have been rank
ordered according to our interpretation of Mr. Green's concerns, though once
again, personal values are the determining factors. ,

Evaluation of Alternatives
Against Objectives

Analysis of Alternative #l: Establish a year-long study group to make recom-
mendations for reorganizing the instructional

program to accommodate special needs popula-

tions. O

The first alternative is quite attractive, as it fills all of Mr. Green's
"wants" and five of seven "musts." It has the capacity for inciuding all of
his concerns for program and content, as his initial charge to the study group
can incorporate the first three "musts," which are content related, and all
the "wants." The public relations staff would not be involved, guidance and
special needs staff can be included in the study group, and specific topics
such as IEPs and affirmative action can be placed on the agenda. Alterna-
tive #1 must be rejected, however, because it will not involve immediate
action and will require overtime on the part of study group members. Unless
these "musts" can be answered in some other manner, alternative #1 is not
viable.

Analysis of Alternative #2: Hire an affirmative action coordinator and

. additional special educators to minimize the
classroom instructors' responsibilities for
special students.

The second alternative may appear to be an easy solution, but it will
not fulfill three of Mr. Green's "musts"--numbers one, two, and five. It is
attractive because it promises to improve morale by relieving instructors of
responsibilities toward special students. Improved morale, however, is not
listed among the objectives. Rather, Mr. Green assumes that morale will
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improve when instrucbeS°are better informed. On the other hand, hiring new
staff will require him to make 3 special case, rework his budget, and spend
time cutting red tape, It is an external, "Band-Aid" solution, unlikely to
change .instructor's attitudes or improve their techniques. This alternative
is potentially doomed to failute.

- .

1

I -

Analysis of Alternative #3: Deve]ép an inservice program to improve staff

sensitivicy to the needs of special popula-
tions LSing a. resource person, research-and-
develcoment-based curriculum materials, audio-
visuals, and -instructional aids. .

-

.

The third altecnative offers the promise of meeting all the objectives.
Assuming that inservice is 2 fixed~ccmponent of the instructional program, Mr.
Green can incorporate concerns ¢f special populations, focus on instruc-
tors' needs, provide an immediate salution, and avoid the need for overtime or
additional staff. Instructors can be vensitized to needs of special students,
exposed to new teaching strategie§§ and;informed about support services.

Other more specific "wants" can also be. placed on the inservice program. The
budget for such a program can 5¢ limited, for the most part, to the resources
available. The head of the institution 'is likely to support it because it
involves only the instfuctional program. This is an immediate internal solu-
tion, likely to get at the root of the problem--instructors’ inability to work

effectively with special students.

Analysis of Alternative #4: Conduct a massive public re.ations campaign

designed to help the entire institution and the
community better understand the needs and prob-
lems of special students.

p .

The fourth alternative is the least likely solution of the four to meet
Mr. Green's “"musts" and "wants.” Such. an effort might sensitize staff to the
needs of special populations, but lacks the necessary focus on teaching tech-
niques and specific subject matter concerns. Because it is targeted to a
broad audience, including the community, the public relations campaign might
miss the real zudience--the .instructess--altogether. It does not offer direct
assistance to instructors, involves coordination with the public relations
staff, and is likely to be vetoed by the head of the institution. The costs
of the campaign are also likely to exceed Mr. Green's limited budget.

Choosing the Best Alternative
and controliing Its Effects

Clearly, the third alternative is the best match with the "musts" and
nwants" identified. It is practical, immediate, and probably the easiest to
implement. If department chairpersons resisted Mr, Green's recommendation for
a special needs program during the yearly inservige activities, he might have
to argue his case. With the backing of the head of the school, the assistance
of the guidance staff, budgeting for additional resources, and.no overtime
required from instructors, however, Mr. Green should be ab1e¢;o win support




for this approach. A needs assessment to determine the instructors' concerns
should also help win their support for the inservice agenda. ‘

However, the inservice program must provide continuing training and sup-
port concerning the problem of dealing with special populations. Two days of
inservice will not significantly change teachers' attitudes or techniques. To
ensure against such adverse consequences, Mr. Green must plan for the future.
Setting aside resources, providing a "refresher" course during next year's
inservice program, and planning for a career resource center are all actions
that can help ensure the long-term effects of this solution. He might also
want to involve the existing guidance and special education staff in an ongo-
ing program to keep instructors informed of the resources available to them.

Points at Which Additional
Information Would Be Helpful

Information from additional resources would be useful at several points
in the decision-making process. Mr. Green's objectives are based on facts,
including budgetary constraints and time lines. Unless he is particularly
well informed in the area of special needs, he would require outside infor-
mation to formulate the first three "musts": sensitizing instructors to
special needs, informing them about teaching techniques, and identifying
support services. His list of "wants" is likewise well informed. Informa-
tion resources could help him select the features he wishes to include in his

ideal solution.

Information can also contribute to the weighing of alternatives. By Q
doing scme background reading on programs for special students, Mr. Green
might discover, for example, that sensitizing instructors to the needs of
special students is the first requirement before other changes can be accom-
plished. Research on attitudinal barriers to special populations would be
very useful in that case.

\
|
|
|
Alternative actions might be suggested or negated by outside information 1

from studies, project reports, and expert opinion. Although individuai situa-
tions differ, Mr. Green could probably locate important information on long- . 1
range or unexpacted outcomes of his actions by consulting resources. Research 'w
reports and other information sources can provide important data on the util- L
ity of various alternatives, especially when decisions involve the content of |
educational programs, as opposed to routine management concerns. 1

Level of Performance: Your completed responses should have covered the same
major points as the "Model Responses." If you selected an alternative other
Than the third one, you may need to reexamine your sorting of objectives and
weighing of alternatives. If you missed other points or have questions about
any additional or different conclusions you might have reached, review the
material in the information sheet, "Use Problem-Solving and Information-
Seeking Techniques to Help Improve Vocational Education Programs," pp. 7-12,
or check with your resource person if necessary.
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Learning Experience |l

OVERVIEW

. R

After compfeting the requiréd reading,. identify resources
j Enabling ~ appropriate. for the information need described in a given

Objective 4 ¢gse situation and €ritique the infoimation-seeking per- -
© - formance of a decision maker in a given case study.

* 4 i . \ -,

“ B . You wi2i be reading the information sheet, *Information
4 Resources. for Vocational Education,* pps 25-505,

#.

~ -

. - L
. PN _ a

" you will be: réading the "Case Sttuatioi,” f, 51, and iden~

. described. riate for the 10 .

..

L. -

.Y(}qj ,Qﬂ;il be evaluating yéur competency in i:déni:ifying'

. appropriate resoyrces by comparing your completed responsé ‘
with the "Model Response," pp. 53-54. ~ 7

BEE

o,
S i
z‘

.

& .\ Youwill be reading the "Casé Study," p, 55, and critiquing
'5‘5‘»‘“‘\"‘ the information-seeking performance of the decision maker
; ’ described.

’ -~

You will be evaluating your competency in critiquing the

decision maker's information-seeking performance by com-

§ paring your completed critique with the "Model Critique,"”
pps.-57~58.. ) :
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Activity The key to seeking information often is knowing where to go--
what information resocurces are available. For information on
what these resources are and how to use them, read the follow-
ing information sheet. ‘ -

S

INFORMATION RESOURCES FOR VOCATIONAL EDUCATION

Knowing where to go to locate needed information can be crucial for voca-
tional administrators, especially when the time available for decision making
is short. Some situations, for example those that involve clear-cut personal
or managerial decisions, may require only knowledge of the immediately and
locally available facts. On the other hand, many educational problems and
concerns have been studied extensively, and reports of such studies, expert
opinion, and organizational assistance can be readily obtained through exist-
ing information systems and products.

To stay well informed, you should be familiar with the major information
resources in the field. You should know not only what resources éxist but
where these are located and how they can be used. The means of accessing the
major information systems and networks in education have been refined and
simplified to make search and retrieval easier for educators at all levels.

In some cases, locating needed information may be a simple matter of knowing
the appropriate resource organization to call. In others, a computer-assisted
search of databases may be required.

whether the problem situation and resvlting information need are simple
or complex, you can benefit from the use of a "road map" for locating and
acquiring resources. The following pages are intended as a guide to assist
you in finding and using some of the major information resources in the field,
including the Educational Resources Information Center (ERIC), the Research
and Development Exchange, other state and regional dissemination networks,
information product types, and specific products available from the National
Center,

Your Own Information Resources

The first thing you wi1ll often do when you need information is to tap
your own information resources. All of us have information resources of our
own and use them frequently and profitably. Like all information resources,
these personal resources may be either materials or other persons.

Materials
You are very likely aware of many print or nonprint materials that may

contain information you need. As part of your professional development activ- .
ities, you probably read or view these materials frequently in order to keep




abreast of the lastest developments in your field, for example. Books, pro-
fessional journals, popular periodicals, or even radio and television pro-
grams--these and many other materials abound.

A local library is an excellent place to find such information resources.
Yoy might use a library in your community, one in your own institution, or one

"in a nearby educational institution. If your library skills are rusty, don't

hesitate to ask for help from one of the librarians.

Professional organizations that you belong to are another excellent
source of information. Many such organizations publish regular newsletters
or journals with information of interest to those in the field. You may read
about model programs implemented elsewhere that could meet your needs, new
research findings that might affect your administrative decisions, or new pub-
licaticons relevant to your own concerns.

Other Persons

Equally valuable as information resources are other persons--staff mem-
Bgfs at your own institutior, personal acquaintances, professional contacts,
other members of organizations you belong to. A list of other persons who
might be information resources for you could go on for pages.

Faculty or other administrators at your institution, for example, might
have experienced problems or situations that are now confronting you. If so,
they would likely be willing to share that experience with you. They may have
advice on avoiding particular problems they encountered; they may know, from
operating a particular program, what sorts of things to avoid in setting the
program up, for instance.

Professional contacts may be especially helpful. An acquaintance in your
state department of education may be aware of institutions or programs in your
state that have faced and resolved problems that you now have. Or, such a
contact might be able to identify a further contact for you--for example, a
faculty member at a nearby university with acknowledged expertise in a given
area. The same may be true of members of professional organizations you
belong to--or even of the person who sat next to you at the last conference
you attended. A quick telephone call to the right person is often the easiest
way to get information.

Information Systems and Networks

As stated previously, the best information resource is often the most
accessible one. When these sources have been exhausted, however, there
are additional sources you or your staff can tap. You need to be familiar
with these sources to ensure that any search conducted is comprehensive and
includes up-to-date resources.
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. Educational Resources Information Center (ERIC)

Educators have ready access to one of the most comprehensive collections
of materials available in the social sciences. The Educational Resources
Information Center (ERIC) includes a wide variety of materials, such as cur-
ricula, handbooks, speeches, and reports. Many of these materials cannot be
easily obtained from any source other than ERIC because they are unpublished
or no longer available in any other way. In a recent survey of users con-
ducted by ERIC staff, nine out of ten reported that they obtained information
that they probably would not have found otherwise. Seven out of ten users
said the information obtained from ERIC helped them professionally.

Materials included in ERIC are available An microfiche collections in 630
locations across the country. (A microfichefis a 4" x 6" sheet of microfilm
on which up to 96 pages of an original document are reproduced.) These col-
lections are updated regularly. You may visit any library with an ERIC micro-
fiche collection and read or copy documents by using a microfiche reader or
reader printer. .
ERIC indexes. A1l items in the ERIC collection are indexed in either
Resources in Education (RIE) or Current Index to Journals in Education (CIJE),
both published monthly. RIE documents are any print material {including cur-
ricula, research reports, and conference presentations) other than journal
articles. Documents in RIE are listed by ED number and indexed by subject,
author, institutional source, and publication type. Document abstracts are
printed in the resume section of every RIE issue (see sample 2, p. 29). CIJE
’ is an index to the articies published in more than 775 educational journals.
Articles in CIJE are listed by EJ number and indexed by subject, author, or
journal title. Abstracts also appear in the resume section.

ERIC clearinghouses. One of the best ways to locate information in a
short period of time 1s to contact one or more of the 16 ERIC clearinghouses.
The clearinghouses are major components of the ERIC system, and each clearing-
house covers an area of specialty withifi education (see sampie 3, p. 30). The
user services coordinator in each clearinghouse is responsible for answering
Tnformation requests, whether they involve searching the database, locating
ERIC publications on the topic, or directing the requester to a resource orga-
nization.

Using ERIC. If you so desire, you can conduct a manual search to locate
materials in ERIC by scanning Resources in Education (RIE) and Current Index

to Journals in Education (CIJE). Scanning RIE and CIJE involves the folTowing
steps:

1. Begin by checking the subject index of both RIE and CIJE for two or
three terms that best describe the topic you are searching.

2. Then, turn to the resume sections to read abstracts of candidate
documents and articles.

3. If the abstract is on target in terms of the information you are
seeking, you will want to obtain the entire document or article.
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This method of searching can be time-consuming and will not yield the
number of references that you can obtain from a computer search. However,
it will help you become familiar with the format of RIE and CIJE if you are
not already familiar with it. If you encounter difficulties in locating
appropriate documents or articles, you may wish to consult the Thesaurus of
ERIC Descriptors, which 1ists the precise terms (descriptors) used by ERIC
n indexing materials. In some cases, materials on a specific subject may
be indexed under a term that is unfamiliar. For example, in the 1980 the-
saurus the term disabilities is used in place of handicapped, as shown in
sample 4, p. 31.

For a number of reasons, you will most likely engage a search analyst
for a computer-assisted search of ERIC (and other databases as required).
Computer searching not only saves your precious time but also allows you
to draw on the expertise of an analyst familiar with the content of the
database. A more complex and well-defined search is possible via computer,
because several terms or descriptors can be combined in searching for relevant
documents. A computer search also automatically provides a bibliography or
reference list. Furthermore, the search can be limited to specific types of
documents as well as specific years. Finally, a computer search is more
comprehensive, because the computer can search for terms that appear in the
title and the abstract, as well as all assigned terms in the subject index.

Computer search facilities are located in over 500 institutions or agen-
cies nationwide. If a facility is not available in your particular geographic
area, a computer search can also be arranged by calling the ERIC Clearinghouse
that specializes in the topic of concern.

In conducting a computer-assisted search, the analyst will determine a
search strategy after discussing with you the type of information you need.
The, analyst will then identify descriptors in the thesaurus and combine them
to make the search as precise as possible. For example, in a computer search
on inservice programs dealing with special needs and sex equity, the search
analyst would combine terms dealing with special students, women, and inser-
vice education. A printout of the search would include abstracts of all docu-
ments and journal articles retrieved (if abstracts are requested), allowing
for further selection of the precise documents and journal articles needed.

Ordering documents. Once appropriate documents (ED numbers) have been
identified, they can be read on microfiche at a facility with an ERIC micro-
fiche collection or ordered in microfiche (MF) or paper copy (PC) form from
the ERIC Document Reproduction Service (EDRS). A1l document abstracts also
contain information on where to locate the full document. For articies (EJ
numbers), the journal title, volume, issue, and page numbers are provided,
Journal reprints are also available through University Microfilms Inter-
national. Sample 5, p. 32 is an EDRS order form.

If you desire more information about searching the ERIC system or if you
wish to locate the nearest microfiche collection or search service, the ERIC
publications in sample 6, p. 33 (which are available from any clearinghouse)

should be helpful to you.
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SAMPLE 3
ERIC CLEARINGHOUSES

-

'__,,.mw.!l!c cmrinm:a on Mults,

N

“

-Carear, and Vocationa) Education
The' mo« State. Dniversity
Ihc‘)htlmil Canter for Rcsnrch

AR Atimal Educatiqn , .
1940 M \

-Cal WS'
Tclnm (614) 486-3655

mc ﬂnrtnghwn on Counseling

“and) ‘persopnel Services /

- Dmiverstty. of Michigan: ;
Scm‘& ‘of Education Iuﬂding

-Mew-2108,
'Ma Arboc, N, 48109,
Tchphono. (313) 764.9492

za’x: CIurlgghwu on Educational

ndgenen
University of: Ortgon
‘Eugane; ;OR 97403
Telephone: (503) 696-5043 .

‘ERIC Clearinghouse on Elsmentary

and Eariy Childhood Educaticn
University of Niinois
Collage of Education .
Urlana, -1L 61801 .
Telephone: '(217) 333-1386

-ERIC Clnringhouu on‘Kandicapped
and Gifted Children

Council for Exceptional Children

1920 Association’ Drive

Kesten, VA 22091

. Jelaphone: (703) 620-3650

ERIC. cturinghouse on Higher
Education

George Washington University

-One, Dupont: Circle, luite 63Q

Weshington, DC 20436

Telephona: (202) 236-2597

-ERIC-Clearinghcuse on mfomtian
Resources
Syracuse University R
Schaol - of. Education
Syracuse, NY 13210 i
Tehphone‘ (315) 423o3640 4

ERIC Cluringhouse for Junior

Unim‘s?:y of Calffornfa.at
Los Aageles
Powell Library, #oom 96
Los ‘Angeles, CA 90024
Telephone: (213} 825-3931 -

30
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ER]C CIurtnghouu on
Languaws & Linguistics
3520 yrosmt Strest, NN,

Washington;, 0C 20007
Telsphone: (202) m,szsa

ERIC Chlringhousc ont Rnding
and :Comimication Skills
_Mationsl-Concil ‘of Teachess.

of -English
"1111. Xenyon Road
Urbanay IL 61801
Telaphone: (217) 328-3870

ERIC Chlrtnghoun on Rural
Education and Swall Sthools «
New Mexico State University.
Box: 3AP
Las Cruces, MM 5800
Teleplons: (508) 6“-»2623
” ERIC Clearinghouse for
Scienca, Wathematics, and
Environmenta) Education
The Ohfo-3tate University
1200 Chambers Road; Third
Fleor
Columbus, OH
Telephone:’ (614)' 422-6717
ERIC Clearinghouse for Social
Studies/Social Science
Education -
855 Broadway
Boulder, CO 80302
« Telephone: (303) 452- 8434

ERIC Clearinghouse on Teacher
Education

Merican Association of Col-
leges for Teacher Education

One Dupont Circle, N.N.,
Suite 616 | .

Washington, DC 20036

Telephone: (202) 293-2450

ERIC Clearinghouse on Tssts,
Measurement, and Evaluation
Educational. Testing-Seryice
' Princeton,.NJ 08541
(609) 921-5000
. Extu 76

ERIC Clearinghouse cn Urban
Educat ion

Telephons:

(Tnchars College, Colmbia
University

§25 W. 120th Street N
New York, NY 10027 y T
Te]cphone' (212) 67853437

(PR




e SAMPLE 4
A LISTING FROM THE THESAURUS: OF ERIC DESCRIPTORS

e
\

_ #arch 198¢

DISABILITIES ! ' oy
! CIJE: 428 RIE: 585 \ R R
' R - ¢
SN Physical, mentai, or sensory impairvents o § '
that render major life activities-more ¢ . -
difficult (note: use a more specific ¢ P ‘

term {f possible)

UF Disabled ' . . .
Handicapped (1966; '1980) | Lo A o
Handicaps , : T .

NT Adventitious Impairments
Communication Disorders
Congenital Impairments
Developmental ‘Disabiiities
Diseases . |
Hearing Impairments . |
Injuries : C
tanguage Handicaps J ‘ s
tearning Disabilities . 5
Mental Disorders
Hental Retardatien
Mild Disabilities
Multiple Disabilities
Perceptual Disabilities
Physical Disabilities .
Sevete Disabilities . . :
Special Health Problems . . L '
Speech Handicaps , .
Visual Impairments

RT Ability o o
Accessibility {for Disabled) .
Adapted Physical Education ¢
Daily Living Skills
Exceptional Persons
Health
Mainstreaming
Kormalization (Mandicapped)
Patieats
Rehabilitation
Residential Care
Respite Care
Self Care Skills ]
Sheltered Workshops .
Special Education !

Therapy

NOTE: Abbreviations on the left are as follows: SN = scope npte,‘the‘definitjon of the

term as used in ERIC; UF = used for another term; NT = narrower term; BT = ‘broader ‘term;
RT = related tem. ! y

i 1
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Aruitoxt provided by Eic:
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SAMPLE S

HOW TO ORDER ERIC DOCUMENTS

ERIC

~

ERIC

DOCUMENT REPRODUCTION SERVICE
P20, Bex 198 ARLINGTON, VIRGIHA 20210 © (Y0 341:1212 ORDER FdRM
SRORATID RY: COMPUTER MICROF (LM INTERNATIONAL, CORP.
IMPORTANT INSTRUCTIONS W Te:
« ORDER Y BD NO. (6 tigits). _® ENCLOBE CHECK OR SAONEY - N
Foo Rospurons In Education  ONDER .
i R =
) TR e m iCate .
. ‘,’m“m,(,‘g, the US, angit numberof your DL 1O
ot backs ancy. \ ‘
Paser Copy (PC) ¢ OR ENCLOSE AUTHORTZED N
o GNTER UNIT PRCE ORIGINAL PURCHASE OROBR . A ~N /7
{See Bolow) o COMPLETE AND SIGN BELOW

© INCLUDE SHIPPING CRANGES
{See Charts Below) '

A £ONUMBER | VO OF hQ. OF IREPG iy 10
/7 IRAGES [~ T 5 | fRCE TAL
owte J : AN A
VA ‘
.‘v \ - |
Tia T ; :
UMET PAICE SCHEDULE VAN < ™N {* .
MICROFICHE (WF) - \/ ‘
“NUMBER FICHE EACHED® PAICECODE Drise | - .
1heS(ueto Bl aegrsd ...MFOY & 83 Ty
S(AA1ST6p04e3) ... .. MFOZ 100
L4 (377472 peges) P L] T -
8{873-700 seges] MFO4 134
. Esch sddhtional "/ '
ecreliche [0ne el 96 poges} 1Y ' '
Va N SN ‘
PAPERCOPYIPC) " SN :
NUMUER PAGES EACHED @ PICE CODE P | MOTATRQ OF PAGES . jrearoral
KL T TR D N ‘ VARESIDENTS ADD
Fridt-+ SRR £ ) S{EL T G A 4% SALES TAX
010 100 LY
2 sectonat 1 SHIPFING
g . o . M0, TOTAL
Ea‘mma SHIPPING CHARGES
o
— CLASA POSTAGE FOR
-3 4-8 . 9-14. £ 15-18 12:21 22:27 2832
Microfiche | Microliche | Microticha | Microliche | Mictoliche Microfiche | Microliche
ONLY - "ONLY ONLY ‘ONLY ONLY ONLY ONLY
3.15 $.28 $.41 $.54 380 _$93 | 108
U.P.8.CHARGES FOR
e 21bs. " dibs, Atbs Sibs. 6 ibs. 7ibs 810201bs
- IS MF 76150 | 151.225 228-200 301-375. 378-450 451.525 §26-1500
o 1-75PC MFor PC MForPC | MFotPC MForPC | MFor PC MF or PC MF or PC
PAGES PAGES PAGES PAGES PAGES PAGES PAGES PAGES !
Not 1o Exceed |Not to Exceed|Not o Exceed| Not to Excead|Not to Exceed|Not to Exceed |Not to Excoed) Not to Exceed
$1.14 $1.45 31.76 $2.08 $2.3¢ $270 $3.02 $333.37.08

mw-&o‘nhuummmmmmbmwlx)mmmmmunww&mmmmmlmuc

COPIES OF THIS FORM MAY BE OBTAINED FROM EDRE
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i Q SAMPLE 6
PUBLICATIONS AVAILABLE FROM ERIC

1. How to Use ERIC. Washington, DC: U.S. Government Printing Office, 1979.
(Free) - .

This brief Brochure includes sections describing the ERIC system, the ERIC
reference tools, how to use the reference tools, how to obtain documents
from ERIC, and how to order ERIC products,

3

/ ‘ .
2. Directory of ERIC Microfiche Collections. Bethesda, MD: ERIC Processing
and Reference racility, 19/8. (Free)

. This directory lists the location, telephone nﬁmber; contact person, col-
! lection status (whether complete or partial), equipment, services, and
access hours fog»the more than 630 ERIC microfiche collections.

( L

3. Directory of ERIC Search Services. Bethesda, MD: ERIC Processing and
Reference Facility, 1978. (Free)

This directory lists more than 500 locations where computer-assisted ERIC
search services are available. Each listing includes the address of the
‘I’ facility, the population served, the files available, the method and for-
mat used for the search, the search output (whether abstracts, citations,
or acce;sion numbers), cost per search, turn-around time, and search sys-
i tem used. ;

4, How to Start an ERIC Collection. Washington, DC: The National Institute
of Education, 1979. (Free) ~

This booklet outlines reasons for starting an ERIC collection, how to
start a collection, and the features that should be included in a collec-
tion.




Research and Development Exchange (RDX)

If you need help in locating organizations, individuals, or materials on
a regional or state basis, you may wish to contact a state linker or regional

exchange in the Research and Development Exchange (RDX). RDx is a nationwide

network of regional exchanges organized to assist state and local school
improvement efforts (see sample 7, p. 37). These exchanges are linked to
state departments of education and intermediate and local education agencies
in 43 states. The network operates when you call upon linkers (resource per-
sons) in state departments of education for information. The linker refers
the question to the regional exchange, which responds to the request. In
some cases, you will go directly to the exchange with your information need.
Regional exchanges are located at educational laboratories in West Virginia,

Missouri, Oregon, Pennsylvania, Texas, and California.

In addition to the regional exchanges, there are four central service
agencies, each with different tasks in gathering and sharing information. The

Tour agencies include: (1) CEMREL, Inc., St. Louis, MO, which operates the

Research and Development Interpretation Service; (2) The National Center for
Research in Vocational Education, Columbus, OH, which operates the Resource
and Referral Service; (3) Far West Laboratory for Educational Research and
Development, San Francisco, CA, which operates the System Support Service;
and (4) Northwest Regional Educational Laboratory, Portland, OR, which oper-
ates the Dissemination Support Service. As a vocational administrator, you.
are most likely to use the Resource and Referral Service (RRS).

Resource and Referral Service (RRS). The Resource and Referral Ser-
vice 7s the main request-answering service of the Research and Development
Exchange. Each year, RRS staff members answer information requests on hun-
dreds of topics from regional exchanges or individuals, Staff refer those
making the request to organizations, projects, meetings, publications, and
individuals specializing in the topic or issue of concern.

When RRS staff receive a request, they search files on previous requests
and resource organizations to locate the best sources of information on the
topic. They contact organizations directly to obtain more specific infor-
mation and locate contact people or schools doing work in the topic area.
Finally, staff will put the individual making the request in touch with those
individuals, schools, or organizations active in the area of concern. Each
response is individualized, taking into consideration geographic, time, or
other constraints. Information requests have covered such diverse topics as
curriculum for operating forklifts, state substance abuse legislation, evalua-
tion of information centers, and legal precedents on school reorganization and

desegregation.

RkS also prepares several types of reference materials. One is a mini-
list--a brochure on a single topic of recent educational interest (see sam-
ple 8, p. 38). The mini-list also identifies organizations that specialize
in the topic area. Mini-lists are currently available on 32 topics (see sam-
ple 9, p. 39). RRS has also developed reference publications that you can
use in locating resources and organizations without going through your state

34
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department of education or regional exchange. These publications are as fol-

e Natabeses and Clearinghouses: Information Resources for Education
(1979!--This is a catalog of one-page summaries of 54 databases and 30
cTearinghouses covering many areas of education. You'might find this
publication useful in locating databases or clearinghouses that. cover a
particular area of concern in vocational education (e.g., energy and
environmental education, language, women's equity, adult, and community
educat1on) For databases, information is provided on means of search-
1ng, types of documents included in the col]ect1on, méans of retriev-
ing information, and information contacts or “vendors (organizations
offering the database). For clearinghouses, information.on major fung-
tions, services, publications, and principal clients and informatian .

contacts is given. It can be ordfred from National Center Publicationg

(IN 167). 'It is also available through ERIC (ED 184 534).

Meetings Exchange--A quarterly publication, Meetings Exchange, lists,
in chronological order, meetings and conferences sponsored by educa-
tional organizations, [t is distributed by RRS on & limited basis, but
if you desire information on the t1mg and location of a national meet-
ing or conference, you can write or Tall RRS staff dirgctly and receive
the information you need.

% <

4

Human Resource Nirectories and Files in Education (1979)--This is‘a
Tisting of files on individuals w;;p expertise.ip specific areas of
education, Fifteen directories of

the Directory of Organizations and Personnel in Educational Management,
the Training Resources Consultant Directory and Buyer's Guide, and the
1978-79 Directory of Resources ror the Education of Adults. If you
need the advice Qr assistance of consultants, experts, or specialists
in certain areas of education and training, you can consult this guide,
locate the appropriate directory, and write directly to that address in
order to obtain the directory itself. Human Resource Directories and
Files in Education can be obtained through ERIC (ED 179 209).

Private Organizations and Associations: Information Resources for
Education (1978)--This publication was developed by the Consortium of
Rssociations for Educational Dissemination, Arlington, VA, and is
available through ERIC (EN 162 632). It lists educat1onal associa-
tions, professional membership organizations, educational laboratories
and centers, advocacy groups, education-related organizations, multi-
media organTzaf1ons, and foundations. An abstract on each organization
identifies location, subject area, objectives, membership, sourcgs of
funding, and organizational structure. The index identifies orggkiza-
tions by (1) subject area or special fogus and (2) educational leve] or
target audience. The quick reference to activities provides a glossary
of organizations and a checklist of their specific activities and ser-.
vices. You can use this guide to locate organizations or educational
laboratories doing work in a specific area of vocational education for
a specific educational level or target group.

specialists are provided, including .

e




e Dissemination Networks: Information Resources for Education
(1978)--DeveToped by the Far West Laboratory for tducational Research
and Development, this document describes networks in specific areas
of education. It includes the following information on each network
listed: major functions, network members, target audience, descrip-
tion, available information, contractors, and date established. A con-
tact person 1s listed for each network. Many times, you can contact
the nearest representative of a network specializing in your topic of
concern and be directed to appropriate materials, organizations, or
experts. In fact, many of the networks mentioned in this information
sheet--1ncluding ERIC, RRS, the Mational Network for Curriculum Coordi-
nation in Vocational and Technical Education (NNCCVTE), and the state
vocational education Research Coordinating Units (RCUs)--are listed in
this publication. It can be ordered from Educational Resource Center,
855 Broadway, Boulder, CO 80302, It is also available through ERIC
(ED 162 633),

Using ROx and RRS. Attempt to explain your information need clearly in
sharing i1t with a state or regional linker in the exchange. You can share
your 1nformation need with a contact person in the state department of edu-
cation 1f you are in one of the 43 RDx member states or with a contact in
the nearest regional exchange. Ideally, your institution's library should
have all of the publications mentioned here., In that case, you can identify
appropriate databases, clearinghouses, organizations, and experts directly.
(tor an example of the resources that can be located for a particular topic
through these documents, see sample 10, pp. 40-41,) If you cannot reach a
state of reglonal representative of the exchange or if your information need
1s unusual, you can contact the RRS staff directly by calling (614) 486-3655
or [800) 848-4815 (toll free),

36 - bt




3120750th Sereet . T

'Mid-continent.ﬂegidna1 Educationa} [aboratory (HdREL)

SAMPLE 7

F EﬁRGHAND DE‘!ELQPMEHT EXCHANGE mnxg ‘

Appa}achia Edncational Labaraﬁaryg inc. (AEL)
.0, Box 1348.- y _
Charteston, WV: 26308, 4. “:-qu %:V O
Teiephene. (384} 344~8371

B

-

CEMREL, -ThC.

St; Louls, MO - 63139 1 ‘.\ -
Telephone; (314); 781~290@ :

4709 Bellview Averue ' . - _ )
Kansds City; M0 64112 PO .
Telephone: (816)‘756~2401

-

Northwest Regional Educational Labcrqtcny (NNREL)
710 S. W. Second Avenue

portland, OR 97204 i -
TEIephane- \503) 248-6869

Research for Better Schoo}s, Inc, (RBS)
444 North -Third Street .
Philadelphia, PA 19123 o
Telephone‘ {215) 574-9300-

Southwe'st Educational Beve]opneht Labnratory (SEDL): .
211 East Seventh Street

Austin, TX 78701

Telephone: (512) 476-6861

Southwest Regional Laboratory (SNRL)
4665 Lampsen -Avenue

Los Alamitos; -CA 390720 '
Telephene: (213) 598—7661, Ext. 367

o
L4
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SAMPLE 8
MINI-LIST

[RRS MINLLIST

—1

Resoucon

for
DEVELOPING INDIVIDUALIZED
EDUCATION PROGRAMS (IEPs) |
FOR HANDICAPPED STUDENTS

BUREAL CF EDUCATION FOR
THE HANOICAPPED (BEH)

400 Marylend ,
Washington, D.C. 20202
Telephone: {202} 245-9584
Contact:  Jsne Hoyt
Ottlos of Public Affaks
Information Speclalist for
Handicspped Education

Tral of Education for the Hendi
acpud (BEH) mmhmus.om;uf Edu-
cntion (UBOE) prevides leadership 0 the fieks
od memmofm:h

Education 0f All Hendisspped Children Act
(Mkm»ua A pamnphiet deecriblcg
hmom-umwoflﬁu

and the programs etfered by each divi-
MMlhuﬂl&bhFde Contact
Jane Hicyt %0 obtein # free sOPY.

The UBOE journel, Americen Education,
puhlhhodltwmhiofﬂduonhﬁ

nd Novernbec 1972, Artldumodfor
Fait 1078 will sckiress the chanzing mtitudes
Ndmﬁ?‘um‘ﬂm”":‘d
ﬂt‘lﬂ& $ingle imus ohholwmdmbo
ordersd st 8 coet ot $1,10 from the Supetinten:
. dentof O Us.G Printing
Offics, Washington, D.C. 20002,

m:'mw Progrome nh. m..‘a Wv;:\du’ﬁ
adition can ©4 Ut 'm'cmuu v

FarWomt uhmwbt Chuostional -

Ressarah and W

1868 Foloom

$an Francieoo, Cdnmh 94103
BIICM

Telephone: {418}
m Disne Meintyre

A fist of NDN Swne Fucilitster Is idciuded I the onteieq. |
of intecesced Individuels may mmmm
mmxcmmnm-i:m

RESEARCH FOR l!'ﬂ’!!! SCHOOLS, auc. {nes)
1700 Market St-eet
Philadeiphia, Penmyivenia’ 10103
Telephane: (215) 5814100, Ext, 378
Contact:  Josnne B. Stoite
Director of Speclei Education

A grant from the Buresu of Education far the Hendicrppsd
provided funds for the Special Education Divisien of BSS »
mcmmmorrgnmmmmrw
(ch.loooplnum omumoo,lomsmoo.u
mw) handling; erders under $26.00 must
preceidi. -

lntmd-dhrmulordm mochert, mwl‘oamlm
thres nwjor {1) on of thy purpetss snd

mejor provisions of Public uwn-m.m auestions washers
o frequently sek sbeut the lew snd snewars 39 thees QU

tione: end {3} activities to hda teachert propare thomelves ond
their students for implementing the tew, Ommxm
in 1oy terme the highlights of tho Faderst nghtbu, and encther
provides sa annotsted bibliography ty prepared for
ds:heroom mdm:\;l’h wld' wet ﬂoid u:ud with Mm in

bo
wtabhuaonmum

Yl

Other fOUrEE 0N this nplc may | be obteined

RRS ot the Nations! Center for

eserch ja Vocations! Education. Teisphons:
(Mc) 493-3665

i/

!
The Ressurae & Reforrst Service Is pect of tha

& i major BEH etforts to wp- MG"J&WMW‘_ wnt Exchenge v.o'mchh
of 1EFs snd
B e eval BL 54142 are cecrita o tha Fdcastien, Woshington, D.C. 20208,
following 2vid pENKe J
RESOURCE & REFERRAL SERVICE

03 nanrs oWt
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SAMPLES 1
aﬁsmm 1878

pE s . . L L om .

1.
2.

LR

6.

8.
9.
10.

1.

13.
14,
15,
16.
i7.
18.
19.
20.
21,
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

-Resources

4§Resources
tResources

‘Resources

for~Competency Based High Schaol Graduation Requirements
for Evaluating: Teacher Performdnce

for School Energy Heeds. ,
for Assessing Stiident: Competenc1es ,

for Iniproving. the Reading: Abitity: of AduTts

for ‘Metric. Education -

Resources

Resources
Resources
Resources ‘for-Citizesn. Involvement. in Education

Resources for: Educating Gifted and ‘Talented Students

Resourcés. for K-12 Instructional Materials on Women's Educational Equity

Resources forsDeveloping Individuasized Education Programs (1EPs) for
Hahdicapped. Students

Resources for Financial® Informat1on for School Districts

Resources for- Bilingual Education

Resources for Reducing and Preventing School Violence and Vandalism
Resources, for Full Utilization of School Facilities

Resources for Functional Literacy ~

Resources. to Access Innovative. Educational Programs

Resources for Preventing: Child Abuse and Neglect

Resources. for Parent Education .
Resources for Competency—Based Adult Education . :

Resources for Nutrition Education f

Resources for Helping.the Handicapped Gain Access. to Educat1onal Programs
Resources for School Disc1p11ne

Resources for Teachers' -Centers

for School Desegregation

for Nondiscriminatory Testing and Measurement
for Consumer Education

for Television in Education

for Assessing Oral and Written Communication Skills
for Developing Oral and Written Communication Programs
for Microcomputers in Education

for Rural Education

for Stress Management

Resources
Resources
Resources
Resouices
Resoturces
Resources
Resources
Resources
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SAMPLE 10

RESOURCES IDENTIFIED THROUGH THE RESEARCH AND DEVELOPMENT

EXCHANGE ON VOCATIONAL EDUCATION AND/OR ,
SRECIAL POPULATIONS '
! {

E3

Private Organizations and Associations

 American Association of Community and Junior Colleges (AACJC)
Suite 410

One Dupont Circle, N.W.

Washington, DC 20036

(202) 293-7050

This association promotes the interest of ccomunity-based nigher educa-
tional institutions on the natfonal ‘level and acts as.a liaison between’
the federal government and these institutions. It conducts research and
development projects on instructional materials and information to assist
members in improting community and junfor college education, Its dissem-
{nation activities include the Community and Junior College Journal and an
annual directory of community, junior, and technical coileges.

»~

Council for Exceptional Children (CEC)-
1920 Association Drive

Reston, VA 22091

(703) 620-3660

The Council promotes the advancement of all exceptional children and youth,
both handicapped and gifted, in the U.S. and Canada. Its work includes an
extensive publications program; policy research and implpmentation pro-
grams; conferences, conventions, and seminars; and technical assistance and
information services. Dissemination activities include publication of two
journals, Exceptional Children and Teaching Exceptional Children; a news-
paper; resource library; training {nstitutes; and an annuai international
convention.

National Association of State Directors ¢f Special
Education (NASDSE) .

1201 16th St., H.W., Suite 610E,

¥Washington, DC 20035

{202) 833-4193

This association promotes leadership for the development of educational
services and facilities for exceptional children, youth, and adults. It
conducts studies and offers courses of action on problems and issues and
provides inservice training/technical assistance for state education agen-
cies. In addition, it acts as a 1iaison with education agencies working
with and for exceptional children. Its dissemination activities include
publications, audiovisual presentations, and training conferences and work-
shops offered as needed. i

National Vocatfonal Guidance Association (NVGA)

Two Skyline Place, Suite 400

5203 Leesburg Pike

Fails Church, VA 22041

(202) 483-4633 ?

This association promotes vocational guidance and career planning;
jncreased recognition and status for the profession of counseling; and
improved skills, systems, and standards of service in counseling. Dis-
semination activities include publication of The Vocational Guidance

Quarterly and the KVGA Newsletter.
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2020 N. 14th St.
Arlingten, YA 22201
(703) 522-6121 g

This association is involved in a wide variety of activities related %o the
improvement of vocational education. Typical activities include organizing
confarences and seminars to help ‘members develop professionally; presenting
the views of the membership to Congress and federa] agencies; and conduct-
ing research projects and disseminating findings. Dissemination activitiss
»{nclude publication of .a monthly journal, VocEd; a newsletter, Update; an
annual convention; and leadershiz training workshops.

' 0 Mmerican Vocational Association (AVA) | .

(3

_Datablses

A database is any file of information of interest to educators that can be
v sccessed by computer.

> N A3

CEC (Exceptional Child Education Resources) '

This is a comprehensivé computerized database covering documents on the

w education of hardicapped and gifted children. It also includes docu-
ments on other aspects of handicapped/gifted populations when applicable
as, for example, those on bilingual populations, the culturally.different,
or adults. The types of documents included in this database are books,
1iterature, guides, journal articles, manuals, newslatters, conference/
research reports, and nonprint media, ;

$5C1 (Social Scisearch)

This database covers every area of the social and behaviorai sciences:
anthropology, archaeology, area studies, business, tinance, communications,
health, ¢riminology, demography, economics, education, ethnic groups, geog-
O raphy, history, information, international relations, law, 1inrguistics,
management, marketing, philosophy, political science, psychology, psychi-
atry, sociology, statistics, and urban development, More than 1,500 jour-
nals are the source documents for this database. - .

’

Clearinghouses '
= A clearinghouse is any organization or project that_acquires and shares informa-
tion resources on specialized topics.

Clearinghouse .on the Handicapped
Office for Handicapped Individuals
Department of Education

330 € Street, S.W.

Hashington, DG

{202) 245-1961 .
The major function of this clearinghouse is to improve information services
for all.-handicapped individuals, those serving the handicapped, and inter-
ested members of the public. It refers inquiries to appropriate informa-
tion sources. .

41




Other Dissemination Networks

National Network for Curriculum Coordination in Vocational and Technical
Education {NNCCVIE). 1his network, funded by the U.S. Department of Educa-

tion, consists of six regional curriculum coordinatior centers with 1iaison
representatives in each state and territory. The major function of the net-
work is to provide information, instructional materials, inservice training,
and technical assistance to help states improve their curriculum development
and management practices in vocational and technical education. The centers
emphasize the adaptation or adoption of federal, state, or locally developed
materials to conserve resdurces and improve states' capabilities in curriculum
development. The six regional centers and the states they serve are shown in

sample 11. /

/

Research Coordinating Units (RCUs). RCUs are located in every state and
are designed to assist the state director of vocational education in carrying
out that part of the vocational education legislation dealing with improvement
of programs. They do this through support of research programs, exemplary and
innovative programs, curriculum development programs, and dissemination of
information on these programs. The RCUs use vocational education program
improvement funding, either directly or by contract, for projects relating
to (1) applied research and development in vocational education; (2) experi-
mental, developmental, or pilot programs to test the effectiveness of research
findings; (3) improved curricular materials for existing programs and new cur-
ricula; and (4) the development or installation of exemplary and innovative
programs. Dissemination of the results of funded projects is a major respon-

sibility of the RCUs. You may contact your RCU through your state department . '

of education.

National Diffusion Network (NDN). Funded by the National Institute of
Education as part of its Research and Development Utilization program, NDN
encourages the use of innovations in solving educational problems. NDN
gathers information about innovations--projects, products, and materials--
for review by the Joint Dissemination Review Panel (JDRP). The JDRP review
ensures that innovations disseminated by NDN are of high quality. Innova-
tions approved by JDRP and disseminated by NDN are described in the catalog
Educational Programs That Work (1981).




' “ SAMPLE 11
~
NNCCVTE REGIONAL CENTERS

. mrthout/ Curricu'lun Coordination Center

Stqfu and territorfes served: Virgin Islands, -Puerto Rico, Rhode Island, Vermont, New Jersey, .
Cofnecticut, Maine, Massachusetts, New Hampshire, New York

«lurnu of ‘Cccupational and Career Research Development
“pivision of Vocational Education
/225 Wast Stats Street
Tranton, W 08625
(609) 292-6562

1 s .
South@astern Curriculum Coordination Center

| :%atez served: Tennessee, Kississippi, Florida, Georgia, North Carolina, Kentucky, South Carolim,
abams

Mississippi State University >
g:!n)‘ch and Curriculum Unit
awer D
mssfssipm State, NS 30762
{601) 325-2510

'Eist Central Network !11inois Vocational Curriculum Center

States served: [1linofs, Delaware, Pennsylvanis, Minnesota, Indiana, West Virginia, Virginta, Maryland,’
Ohio, Wisconsin, Michigan, District of Coluabia

£CN/1VCS '
Spngamon State University
Springfield, 1L 62708

‘ (217) 786-5600

Midwest Curriculum Coordination Center

States served: Oklahoma, Arkansas, Texas, Kansas, Missourt, Nebraska, New Mexico, lowa, Lduisiana
i )

State Department of Vocational and Techn.cal Education
1515 West &th Avenue

Stillwater, OK 74074

(405) 377-2000, ext. 261

korthwast Curricuium Coordination Center

»

2
States served: MWashington, Alaska, Colorado, Idaho, Montana, Horth Dakota, South Dakota, Oregon, Utah,
jyoming .

Comnission for Yocaticnal Education
Buitding 17, Afrdustrial Park Y
HS LS-~10 .
v ™ QOlympla, WA 98504 *
(206) 753-0879

Western Curriculum Coordination Center

States and territories served: California, Arizonz, Hawati, Nevada, American Samoa, Guam, Trust
Territory of Pacific Islands

University of Hawait

College of Education

1776 University Avenue

wist 216

Honolulu, HI 96822

(808) 948-7824 .

&
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Information Products

Vocational administrators should feel encouraged that their information
needs are receiving greater attention. Materials can be obtained through
ERIC and such organizations as the American Vocational Association and the
fmerican Association of Community and Junior Colleges. The National Center
for Research in Vocational Education regularly develops resources for voca-
tional administrators, specifically those being produced under the sponsorship
of several states that financially support the Consortium for the Development
of Professinnal Materials for Vocational Education. )

Three additional reference materials from the National Center's Clearing-
house may also be useful to you if you are seeking information on products and
funded projects in vocational education. Resources in Vocational Education
(RIVE), a bimonthly index, lists all documents contained in Resources In Edu-
cation (RIE) that pertain to vocational education, as well as all vocational
education projects in progress. RIVE can be obtained from the National Center
by subscription. Projects in Progress: A Report for the Coordinating Commit-
tee on Research in Vocational Education 1s a compilation of resumes on ongoing
projects in career education, vocational education, and education and work for
each fiscal year. The contracts and grant awards reported in this document
are administered by the Department of Education's Division of Research and
pemonstration and Office of Career Education, the National Institute of Educa-
tion, the Fund for the Improvement of Postsecondary Education, and other fed-
eral agencies. Annual reports are available from the National Center; reports
are also submitted for inclusion in ERIC as they are completed. Current Proj-
ects in Vocational Education: State-Administered Projects is @ compilation
oF resumes of research, exemplary and innovative, and curriculum development
projects administered by state departments of education through Research Coor-
dinating Units (RCUs) each fiscal year. It is also available through ERIC.

The following are categories of information product types, with examples
of publications from the National Center. The items in sample 12 are also
from the National Center. The publications in sample 12, which focus on serv-
ing special needs populations, are just a few of the many products developed
by the National Center in this area. They cover a range from research review
and synthesis papers to handbooks and practical guides for use in the voca-
tional guidance or instruction of students with special needs.

Original Research Reports

Original research reports usually present the theoretical base, method-
ology, findings, conclusions, and recomnendations of a study, analysis, or
evaluation conducted to provide answers to research questions, Researchers
are the primary audience for such reports, although administrators doing
extensive work in a problem area might refer to the findings and conclusions
of such a report.
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SAMPLE 12

PUBLICATIONS ON SPECIAL NEEDS PODULATIONS
AVA!LABLE FROM THE NATIONAL CENTE&‘(

RD 174

RD 175

RD 176

RD 177

RD 178

RD 184

BB 50
IN 145
SK 25
IK 205
IN 188
IN 144 De

SN 24

N 143
IR 134
IN 135

sk 21

BB 43

IN 119

3

*1¢ Isn't. Easy Bcin S cial

“It lsn't Eas! Being %«':m"--:i.et's Work ‘Tog’eth&r. Intervcntion Striteﬂes for
earners: with opecial as, 19797

élal*--Ler"$ Find the Special People: . idéntify!ng‘and
saLcarusgi, Y4 ‘ f% Aaaes

*..1 Like You:When 1 Know. You: Attftudiml Bairiers

*It Isn‘t Easy Being Special™
a2 comprehensive

-wResources: Materials for Special Hee

o /
Guidance Needs of Special Populations by Thelms C. Lennon, 1979 (1nc1§des def1n1-
tions and cﬁaraqtergstics of these populations) 1
Taking on Tomorrow by Ned White, 1980 (ideas and experiences on mains;reaming ’
programs for nandicapped students in postsecondary schools)

'

Individualized Education Programs (IEPs): A Filmstrip/Audiotape for roational
tducators, 1580 ko

L
Individualized Education Programs (IEPs): A Handbook_for vocational E&ucators by
L. AlTen Phelps and Laurie J. Batchelor, 19/9 i !

pevelopment of Individualized Education Programs gIEPsz for the. Hnndic}pped in
Vocational Education by Lorella [N EcKinney and vonna M, Seay, 19/9 |

Working on Working by the Office of Radio and Television for Learning, WGBH Educa-
tion Foundation, %979 {attitudes, insights, and practical solutions oﬂ vocational
educatars working with handicapped students)

Least Restrictive Alternative for Handicapped Students by Lloyd W, Tiﬁdall and
John J. Gugerty, 19/9

Career and Vocational Development of Handicapped Learners: An Annotaied Bibiiog-
raphy by Robert D. Bhaerman, 1978 ;

The Career and Vocational Development of Handicapped Learners by Donq E. Brolin
and Otiver P. Kolstoe, 1978

Another Step “Forward by the University of Florida, 1978 (set of fiverdocoments on

succe;s ully integrating mentally and physically handicapped student$ into class-
rooms , .

vocational Education for Special Meeds Po ulations: An Annotated Bibliography of
Articles and Reporis compiieq by Joel H. Eag%sos and Kathleen A. Jeziersgi, 1577

t
Vocational Education for the Handicapped: A Review by Marc E. Hull} 1977
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EXAMPLE: The Identification and National Verification of Competencies Impor-
tant to Secondary and Post-secondary Administrators of Vocational
Education--Final Report: part I, 101 pp., 1977.

This document explains the research and analysis procedures used to
identify and nationally verify the competencies important to Tocal
administrators of vocational education. A list of the 166 verified
competencies is provided.

Research Review and Syntheses

The development of a research review and synthesis paper begins with a
review of all the literature representing the "state of the art" on a selected
topic. Once reviewed, that literature is examined in a new way to identify a
pattern, concept, or structure not previously evident. The review and syn-
thesis paper "makes sense" of the literature on a topic, providing new infor-
mation by synthesizing what exists. Most review and synthesis papers are
intended for scholars, researchers, and other specialists, although vocational
administrators and teachers may use them for a comprehensive understanding of
a topic.

EXAMPLE: Transferability of Vocational Skills: Review of Literature and
Research, 51 pp., 1976.

This paper reviews the topic of transferability of occupational
skills and describes the process and facilitators of skill transfer.

Interpretations of Research

Interpretations are analyses of research reports for a nonresearch audi-
ence. Such products clarify or explain the meaning of research findings.
Typical audiences include decision makers, teachers, and persons without a
specialized background in a topic.

EXAMPLE: Views on Community and Junior College Education, 13 pp., 1975,

This publication includes a discussion of historical dnd future
developments in community colleges, the role of the American
Association of Community and Junior Colleges, considerations for
community colleges in becoming community-based, and the role of
community colleges in a changing society.

Applications of Research

Applications put research findings to practical use in handbooks, guides,
curricular materials, audiovisuals, and how-to products for decision makers,
administrators, or classroom teachers. The terms development and research and

development usually refer to the production of such materials.




EXAMPLE: The Development of Competency-Based Instructional Materials for the
‘ Preparation of Local Administrators of vocational Education--Final
Report: Ppart IT, 103 pp., 1977.

This document describes the curriculum development and field-
testing procedures used by National Center staff to develop, field
test, and revise competency-based vocational education administrator
modules. The field-testing guidelines, instruments, and findings
are included.

§E@maries, Abstracts, Annotations, and Bibliographies

These are summaries that are designed as fact sheets or reference sources
for any audience, including both researchers and practitioners. Such informa-
tion products usually provide only enough information to allow individuals to
decide whether additional information or the full text of a document should be
consulted. Executive summaries, however, give busy decision makers a quick
overview of the central concepts in an important topic or report, without
requiring additional reading.

EXAMPLES: The National Center publishes briefs summarizing the important
issues covered in review and synthesis papers from the previous
year.

Resources in Vocational Education (RIVE), Projects in Progress: A
Report for the Coordinating Committee on Research in Vocational

6 Education, and current Projects in Vocational Education: State-
Administered Projects are all examples of summaries, abstracts, or
annotations.
Summary

At this point, you should be well aware ihat there are many different
types of information resources available and many different information
Sources or agencies from which information about vocational education can
be obtajned. Depending on your particular need for information, you will have
to determine which agencies are most likely to be able to supply the desired
information.

To help summarize the agencies most likely to be of help to vocational
administrators, sample 13 presents information resources in education orga-
nized around the four agencies that are the major suppliers of information to
vocational educators. While you should not restrict your search for relevant
information to these organizations, you should probably contact one or more of
these agencies during most information searches in vocational education. This
chart also lists ways in which the information can be obtained and the format
of the information supplied by the various agencies.

To help those who would like to approach the search for information by
means of the specific type of information needed, sample 14 contains a list of
information resources in education organized by the types of information com-

@ monly needed.
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SAMPLE 13

:

INFORMATION RESOURCES IN EDUCATION

WHERE YOU GO
{Rescurce)

-

(organized by major informaticn sources)

IF YOU NEED
(Types of Informelicn)

WHAT YOU DO
(Access)

WHAT YOU GET
(Format of Outpul)

ERIC

o your Yibrary or resource
center

monthly catalegs of
abstracted documents
(RIE, CIVE)

computer search facility

-

microfiche collection

clearinghouse user
services conrdinator

research facts, findings

managenent and budgeting
tools

project results
educational programs
curriculum

classroom techniques
evaluation tools, reports
papers, presentations

professional development
materials

conduct a manual ssarch
of RIE and/or CIJE

conduct a computer-
assisted search

contact an ERIC
clearinghouse

.

abstracts or bibliographic
references for a few
documants or articles

computer printout, allowing
selection.of print or
nicrofiche copies of actual
documents, ordered from
ERIC Docusent Reproduction
Servéca (EDRS),

print or aicrofiche copies
of -documents obtained '
directly from a search
factifty or microfiche
coltlection

Information analysis and
other products suppiied
by a Clearinghouse

Journal articles

R&D EXCHANGE

e one Oof the source docu-
ments avatladle on orga-
nizations, consultants,
meetings, databases, and
clearinghouses

Regional Exchange

« state representative
(1iaker) to Regtonal
Exchange

dfrectly to the Resource
and Referral Service

3

time and location of
meetings, conferences

databases and clearing-
houses, in addition to
ERIC

organizations spectalizing
in a topic area

experts or consultant
spectalists

school sites with ongoing
prograas

information on new or
unusual topics in edu-
cation

brief overviews or sum-
maries on popular topics

obtain the source docu~
ment and ook up organi-
zations, etc.

call your state repre-
sentative or Regional
Exchange .

call Resource and
Referral Service

referrals to organiza.
tions, networks, meetings,
individuals, databases,
clearinghouses

nini-11sts of resourcas
for assistance in certain
areas of education

ERIC
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WHERE YOU GO ¥ YOU HEED WHAT YOU DO WHAT YOU GET .
Q N {Resolzee) {Types of Information} {Acceas) {Format of Outputy
. i . - . . — "
MATIONAL CENTER L : . )

« information on vecational | « call or write Program- | @ newsigtters, mass mﬂlngs,
education projects in information Office : project[progrm brochures
progress iaoo 848-4815 :

Gi4) 485-365% - . «scriatiﬁns of projects -
e or {n, vocatlcnn education
e cORSUlt. Resources in , N
I \ocatitml Eﬂucaiion .
et e consult Proiocts 1a <
! j Fggress- Nape
' ‘ 1 1%’—1.—""'“5’{—9"“ "
. tet on. Nesearch- in-VYoca~ -
~ Eional Fducition (ava
’ mmrcr— ! ;
. w-consult Curnnt Pro%ects 4 ?
in-Yocational-Education: |
' ’S'ﬁ'ie-ﬁ!nisfarﬁ D . .
rofects “favaitap ein -
o N Y ‘. . x ,
o uriginal research . cm ar. m‘ite publica- o print or-nonprint materizls
A ‘reports in vpca- tions Office
tional education 800) :848-4815
614) 485-3655

o reseirch review and R
syntnests : ‘ 4.

» interpretations of . ) P
resurch

. « applications-of ¢
. reseaxch,
1 o swmarfes, abstracts, ’
@ mnotations. Sibti- ; -
' ogrcp’aizs .
e curr!cutm -
NNCCYTE * .
{National HKetwork for
Currigulua-Coordinstion .
n Yocational and Tech.,
nfcal Education)
e curriculunm materfals in « contact nearest Cuyrric- e curricuivm
vocatfonal edication ulum;Coordination Center
{ccc) or state Matson -« workshops
e inservice training representative to the .
NRCCYTE « technical assistance |
. { ¢ technical- assistance in
curriculun developaent s training o
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- SAMPLE 14 g

e e e s e wm e me e

;o . @
! INFOGRMATION RESOURCES IN - EDUCATIOH .
“ * ‘ - . 1 L
4 .(ofgan1zed“by types of {nformation desired) - -
a . - - « ’
. : ' ' - <
WHAT YOU NEED t WHERE YQU GO . ’
(Trp.tci lmamdion) . : (nwey . . |
o Curriculum materisls . t s ERIC _,_.;——"'_// -z :
« Classroom techniques ’ « National Network for Curriculum:Coordifatfon )
N N - in Vocdtional and Techyical: £¢acation ~{NNCCYTE} |
T . miéﬁtgumr for Research’4n-Yocatfonal '
7 Educatt :
i
. -
¢ Professional development tools » ERIC
o Kanagement and budgeting tools ., «"Natfonal - Center -for- Research In Voccticnal - i
. Educaticn (Preducts Catalog or Respirces in i
v Evaluation tools, reports u'ocationﬂ tduc aﬁog) — ‘
. 7 N i '
o Rassarch reports o Rational Centzr for Rcse:rch {n VOcetional \
’ ’ Education (Resources 1n- Vocetional Educaticn
« Projact results . or Program Information ce |
[ . !
o Information on projects in progress in e ERIC )
vocational educatton ; .
« Review and syntheses of rescarch ) ) - !
. . . 1
« Inservice training o National Network for CUrricu!ua COordina- : ' !
- . tion in Vocationxl snd Techaical Education '
+ Technical assistance in curriculum developaent (MNCCYTE) .
. « Ratfonal Center for Resexrch fn Yocatianal '
Education (Progran Information Gfiice}
!
« Matfonal meetings n educational topic areas "« Research and Development (RED) Ethange f
. N ¥
o Uplto-date information on sew or unusual . i )
topics 1n education \
’ « Experts cr consultant specialists or - 3

, orgsnizations proyiding technical assistance

Vv .
4 - -~
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2
@ The following "Case Situation" describes a task faced by
Ms. Marlow, a special education coordinator, who must orga-

nize an inservice program for instructors in her institution.
Read the "Case Situation" and, on the basis of the informa-
tion and samples provided in the previous information sheet,
(1) describe how Ms. Marlow should conduct her information

s search and (2) compile a list of human, organizational, and
material resources that would be helpful in developing her
inservice agenda.

Activity

CASE SITUATION

Ms. Marlow, special education coordinator for a large vocational institu-
tion, has been asked by the director of instruction to develop an agenda for
one day of an inservice program designed to sensitize instructors to the needs.
of special students. The-director of instruction has asked Ms. Marlow to con-
centrate on three activities: (1) informing instructors about the needs of
handicapped students, (2) providing them with effective instructional tech-
niques for serving handicapped students, and (3) identifying available support
services. The director has indicated that Ms. Marlow should locate resouttces
for use during the inservice program. She will also have responsibility *for
an ongoing resource update to keep instructors informed about materials help-
ful to them in teaching handicapped students. She has six months in which
to develop her agenda, locate resources, and present a plan for the resource
update.




NOTES

J
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Compare your completed written response to the "Case Situation"
with the "Model Response" given below. Your response need not
exactly duplicate the model response; however, you should have
covered the same major points.

MODEL RESPONSE

Ms. Marlow should first review her own information resources. Has there
been a pertinent article in a professional journal lately? Does she have
professional contacts that might be helpful--a colleague in a professional
organization or someone in her state department, perhaps? Does anyone in her
own institution have experience she could profit from? . o

After reviewing her own resources, Ms. Marlow should then contact her
institution's librarian for assistance. The information search they develop

- should include most if not all of the following:

A computer-assisted search of ERIC and the Council for Exceptional
Children (CEC) database and/or a call to an ERIC clearinghouse

o An information request directed to the regional Curriculum Coordina-
tion Center of the National Network for Curriculum Coordination in
Vocational and Technical Education (NNCCVTE)

e An information request directed to the Resource and Referral Service
(RRS)

o An inquiry to appropriate other clearinghouses or resource organiza-
tions

e Consideration of the National Center's pubTlications in this area

The information-seeking activities should begin with a computer-assisted
search of ERIC and CEC using descriptors for special populations and inservice

education. Before conducting their own search, Ms. Marlow and the librarian
might wish to call the user services coordinator at the ERIC Clearinghouse on
Handicapped and Gifted Children and request both a search and a selected list
of ERIC information analysis products on the topic. The ERIC search would
provide Ms. Marlow with abstracts of documents and journal articles concerning
guidance and counseling of handicapped students, educational resources, and
inservice programs. Such material would be particularly useful in identifying
reports on successful programs for handicapped students. The ERIC Clearing-
house on Adult, Career, and Vocational Education would also be an appropriate
resource crganization.
AY

For curriculum materials, instructional resources, handbooks, and guides

useful to instructional staff, Ms, Marlow could turn to other resources. Her

"nearest Curriculum Coordination Center should be able to provide curriculum

materials for use with handicapped students in vocational settings. She might

(h
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cations catalog as weil. 1ne Clearinghouse on the Handicapped represents ,
another possible resource for curriculum materials, |

Several resource organizations should be able to identify consultants
with expertise in the special needs area. The Resource and Referral Service,
for exampie, could refer Ms. Marlow to helpful contacts in planning her inser-
vice agenda. The RRS mini-lists on developing individualized education pro-
grams (IEPs) for handicapped students and helping the handicapped gain access
to programs would be handy reference materials on agencies concerned with |
the education of handicapped individuals. The Nationa] Association of State '
Directors of Special Education, the American Vocational Association, and the '
National Vocational Guidance Association might also provide assistance in '
Tocating resource persons and materials for the inservice program. ‘

4 ~
!
wish to contact the Council for Exceptional Children and order their publi- ‘ '
i

The National Center publications from sample 12 are all targeted to
Ms. Marlow's needs. These selections are practitioner-oriented handbooks
and guides that should be useful both for the inservice program and for !
inclusion in the resource update.

Level of Performance: Your response should have included most of the same '
resource organizations and materials identified in the "Model Response." If '
you missed some of the key resources listed or have questions about any of ,
the resources, review the material in the information sheet, “Information’
Resources for Vocational Education," pp. 25-50, or check with your resource O
. person if necessary. c




The following "Case Study" gives a newspaper account of an edu-
cational decision maker involved in researching program alter-
natives for gifted children. Review the situation described
and then (1) indicate whether the decision maker has conducted
a thorough information search and (2) outline the sources and
methods of information retrieval the decision maker could have
used in formulating his alternatives.

Activity

CASE STUDY

The following is from an actual newspaper account of an educational deci-
sion maker at work, ) —

’ SCHOOL CHIEF PRESENTS ALTERNATIVES FOR GIFTED CHILDPEN
‘ Columbus Citizen-Journal
July 26, 1980
p. 10, cols. 1-4)

The assistant superintendent for curriculum for the Lancaster Boa: of
Education has spent a year investigating programs for gifted children and
presented the board with some alternatives this week.

‘ The school superintendent said it is impossible to estimate accurately
how many students in the district would qualify for special education programs
for the gifted, but he thought it might be in the neighborhood of 100 to 200.

The assistant superintendent for curriculum described different means of
funding the program, including some funds available from the state, kinds of
programs that could be established, how to identify gifted students, cost
options.

He said the type of program chosen would determine if additional staff
would be required.

One alternative could be housing gifted students in a separate facility
with their own faculty--the most expensive of the options.

A second alternative would be a program in which the gifted would stay in
their regular schools but be pulled out for special class offerings. The
third would be to retain them in their regular classroom but give them dif-

ferent tests and special challenges.

The assistant superintendent said the third alternative is the least
recommended but would be the cheapest to implement.

The board took no action, but it will continue to study the options.
-
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NOTES




Compare your critique of the "Case Study" with the "Model Cri-

tique" given below. Your response need not exactly duplicate

the .model response; however, you should have covered the same
major points.

Feedback

MODEL CRITIQUE

Iinformation Sources the Decision
Maker Could Have Used

Local sources. The assistant superintendent might very well have begun
h1s ynformation search using his own resources. He should have been aware of
various print or nonprint materials or resource persons that could furnish
some of the information he needed. Programs for the gifted are not uncommon
today; he might at least have found some leads to follow in his search for
relevant information.

Information systems and networks. The assistant superintendent could
also hiave conducted a search of the Educational Resources Information Center
(ERIC) and Exceptional Child Education Resources (from CEC). If he had chosen
to conduct a manual search of ERIC, he would have consulted the monthly "and
semiannual indexes of Resources in Education (RIE) and the cumulative index
of Current Index to Journals in Education, using such terms &s gifted or aca-
demically gifted. 1In light of the fact that he had one year in which to study
the problem, a manual search would not have been the best means of accessing

ERIC.

Rather, he could have called a school system librarian or his nearest
ERIC search service and requested a computer-assisted search on the topic.
The topics to be included in the search are included in the article: funding
sources, program alternatives, means of identifying gifted students, and cost
options. A search analyst would have determined what information was required
and how it would be used. The search strategy would have been developed on
that basis.

A good alternative to a truly comprehensive search would have been a call
to the ERIC Clearinghouse on Handicapped and Gifted Children. The user ser-
vices coordinator at the clearinghouse would be knowledgeable about programs
for gifted students and would be the most appropriate person to conduct a
comprehensive search. At the same time, the user services coordinator could
recommend ERIC information analysis products, including review and synthesis
papers, bibliographies, or summaries deveioped by the clearinghouse on the
subject of gifted children.

Resource organizations. Next to the clearinghouse itself, the Council
for Exceptional Children is an excellent resource organization to contact for
materials on gifted children. The publications catalog from the Council would
have been an excellent resource for the assistant superintendent's study.
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Another option would have been to contact the Resource and Referral Service O
(RRS) at the National Center for Research in Vocational Education. The RRS
mini-list on innovative programs for gifted and talented students could have
provided the assistant superintendent with the addresses of key programs to

serve as models for his own program recommendations.

Information products. The types of information products most useful to
the assistant superintendent would be final reports of projects dealing with
gifted students, research review and synthesis papers covering the most impor-
tant literature on the topic, annotated bibliographies, summaries, and over-
views of the issues. Once again, ERIC information analysis products from the
Clearinghouse on Handicapped and Gifted Children would have been appropriate
resources. *

Thoroughness of the Decision Maker's Search

The article suggests that the assistant superintendent covered the major
areas of concern in developing program alternatives for the local school
board. Other topics he could have considered include available curricula,
required staff training, testing programs and procedures, available school
sites, transportation concerns, and potential community resources. Unfortu-
nately, we cannot determine the extent of the actual information search from
the brief newspaper article. The article does illustrate the necessity of
factual information in developing program options of this type.

Level of Performance: Your response should have covered the same major points

as the "Model Critique." If you missed some points or have questions about
any.additional points you made, review the material in the information sheet,
"Information Resources for Vocational Education," pp. 25-50, or check with
your resource person if necessary.




Learning Experience Il

FINAL EXPERIENCE

Terminal
Objective

b e e e — —

While working in an actual administratﬁvéasituatfons»use '

information resources to help improve vocatiopal education
programs . * . \ ~ / . '

!

. / ' " ' N
As the need arises, use i brmatiqn»rbsquqeﬁvto,help
improve vocational education programs. This will include--

o applying the stepé involved in prﬁbleﬁﬁsétxing

« determining the/points at which you wiil need infor-
mation '

« jocatinyg the sources of 1nformqtﬂ6n’u$éful to ypu,‘
whether ERIC, .RRS, or' another i formation source such
as the National Center 7 .

. applying’ﬁhe guidelines for3decjsioﬁ,makfng once
alternative solutions are identified through the
resources o

NOTE: As you complete each of the ﬁbove activities, docu-
ment your activities (in writing, oh ‘tape, through a log)
for assessment purposes. j

*If you are not currently working in an actual administrative situation, this
learning experience may be deferred, with the approval of your resourcé per-
son, until you have access to an actual administrative situation.




FINAL EXPERIENCE continued
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Name

Date

ADMINISTRATOR PERFORMANCE ASSESSMENT FORM

Use Information Resources to Help Improve Vocational Education Programs

' Directions: Indicate the level of the administrator's accomplishment by plac-
' Tng an X in the appropriate box under the LEVEL OF PERFORMANCE heading. If,
because of special circumstances, a performance component was not applicable,
or impossible to execute, place an X in the N/A boX.

LEVEL OF PERFORMANCE
e
R

In using resources to help improve vocational edu-
cation programs, the administrator:

el. applied the steps in problem solving, including:

a. sensing a need, problem, or difficulty to
overComeOQ.0000006.000.0000000.0000000000.00

000
0o0
miuliulists
000

b. diagnosing and stating the problem..........

c. searching and retrieving information on
the problem..ceeeeeceeriiescecienaassenceees

OO 0O

d. applying decision-making guidelines.........

2. sought information for one or more of the
following purposes:

a. diagnosing the problem or needs and
identifying the constraints....ccevececcacss

O]

b. becoming aware of facts surrounding the
problem, research completed on it, expert
opinion about it, and the range of alterna-
£7ve SOTULTONS..ussssseeesssssssssssssnnones [
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c. evaluating before and after action is taken.

d. installing a course of action, an idea,
product, ora SerViCEt000000000000000000000-
3. used the ERIC system in locating information,
including:

a. locating ERIC microfiche collections and
Search faci]ities....000.000.0000000000000.0

b. locating and contacting ERIC Clearinghouses
on the topic Of CONCErN.sesescsvsscsencsscss

¢. locating documents in RIE and CIJE, using
a manual or computer-assisted searChesacecs.

d. selecting documents and articles appro-
priate to the information needececesocseeocns

e. Ordering documents..oocccnccv‘c0000000000000

4. wused the Research and Development Exchange in
one or more of the following ways:

a, consulting Databases and ClearinghouseS.....

b. consulting the Meetings EXxchangeeeecececesss

c. consulting Human Resource Directories and
F'i]eS in EducatTonQ0000000000000000000000000

d. consulting Private Organizations and
AssociationSo00000..oon'é-o\connncoonnncoonncon

e. consulting Dissemination NetworkSseeeoeeooss

f. contacting the state department represen-
tative or Regional Exchange for specific
1nfomation requests..‘..'....000000000000000

g. contacting the Resource and Referral

Service for mini-lists or specific
info”nation requests...........QQ'QQQQO'.000
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@ ’ LEVEL OF PERFORMANCE

! R L

5., consulted other information resources,
including:

a. the National Center's products and services. [ ] [ (OJ U ] O

b. the National Network for Curriculum
Coordination in Vocational and Technical

' EQUCAtTON.+eeeveesnasnssennsnesnnennesnsssss L) OO [:] 1

c. Resources in Vocational Education (RIVE)
for appropriate education documents and

APLICIES. ..vveeeeeeeeeeneeeessseennneeeneees ] OO QO OO

‘ d. Projects in Progress or Current Projects
In Vocational Education for funded research
projectsttttttt.tttt...ttt.ttttt..ttttat.ttt

O

000 00

6. located and used one or more of the following
information products, including:

Oo0o 0
OO0 00
OO 0Ogd
N I O I

OO0 0.

é@% a. original research reportS.cseeseseccecacance

bt reView and syntheseStt.ttttttttttt.ttt.ttt..
c. interpretations of research.ceccececceccscasce
d. applications of researChieeeceeeccccceceaces

e. summaries, abstracts, annotations, and
bib]iographies...............0..-...........

O 0004

, Level of Performance: All items must receive N/A, GOOD, or EXCELLENT

i responses. If any item receives a NONE, POOR, or FAIR response, the adminis-
trator and resource person should meet to determine what additional activities
the administrator needs to complete in order to reach competency in the weak
area(s).

@
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@dditional Recommended References

Havelock Ronald G Planning for Innovation Through Dis-
semunation and Utihzation of Knowledge Ann Asbor, M
Tne University of Michugan  Institute for Social Research,
1969

Natonal Institute of Education  ERIC-It's That Easy.” Washing-
ton. DC National Archives Trust Fund Board, National
Audio Visual Center 1878 (15-minute color videocas-
sette)

Natonat Institute of Education ERIC What the Cleanng-
houses Do Washington. DC National Archives Trust
Fund Board. National Audio Visual Center. 1980 (20-
minute color videocassette)

Nationa! Institute of Educaton “ERIC Knowing More About
Searching Washington. BC National Archives Trust
Fund Board National Audio Visuai Center. 1980 (20-
minute color videocassette)

National Institute of Education "ERIC Finding information the
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Fund Board. National Audio Visual Center. 1980 (30-
minute color videocassetie}
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Printers and Publishers. 1980

Polya Gyorgy How to Solve It Princeton. NJ Princeton Uni-
versity Press. 1971

nnet. James D ed Problem-Solving A Practical Guide to
Attaining Goals Lansing. Ml Michigan Department of
Education Office of Career Education, 1979 ED 181556
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CompetencysBased Admm:strator Educat:on Matena!s

LT-At Duvetop Local Pisas for Vocationa! Educetion: Part |
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